Workbook - BSBWHS403 Contribute to implementing and maintaining WHS consultation and participation processes

	Workbook - BSBWHS403 Contribute to implementing and maintaining WHS consultation and participation processes

[image: U:\Julie Kernick\White Branded Cover\Cover Page2 With Border.jpg]
BSBWHS403
Contribute to implementing and maintaining WHS consultation and participation processes


Workbook - BSBWHS403 Contribute to implementing and maintaining WHS consultation and participation processes	[image: CSTC_ Logo_No_Star.bmp]


 Copyright © 2020 CSTC Pty Ltd

All rights reserved.  No part of the contents of this publication may be reproduced or used in any form or by any means – graphic, electronic, or mechanical including photocopying, digitising, recording, or information storage-and-retrieval systems – without the written permission of CSTC Pty Ltd. 



CSTC Pty Ltd_v1-2_29/01/2016	Page 3 of 13
ASSESSMENT FOR BSBWHS403

	Student name
	Ryan King

	Date of assessment submission
	18/02/2020


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect.
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Roles, duties, rights, responsibilities
	· Workbook response (below)

	2. Contribution to processes
	· Workbook response (below)

	3. Training to achieve effectiveness
	· Workbook response (below)

	4. Improvement of processes
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	Glass 360

	Workgroup
	[bookmark: _GoBack]Glass Processing Building



	ACTIVITY 1 

	Identify three (3) individuals and parties involved in WHS consultation and participation processes in your nominated organisation (one of these must be yourself). 

For each individual/party:
a) Explain what their roles, duties, rights and responsibilities are regarding consultation and participation
b) Identify the documents (Act/Regulation/Codes of practice, policies and procedures) which impose these roles, duties, rights and responsibilities
c) Identify how you would communicate with the individual/party to inform them about their roles, duties, rights and responsibilities (i.e. method of communication and in what timeframe)




	Your role

	Work Group Supervisior of Glass Processing Workplace/Officer

	Roles, duties, rights and responsibilities regarding consultation and participation

	The role of Work Group Supervisor/Officer is a person who makes or participates in making, decisions that affect the whole or a substantial part of the business/corporation(Corporations ACT 2001 Section 9). This role consists with consulting with the PCBU to make sure they are fulfilling their obligations while at same time supervising workers and consulting with them in regards to WHS issues in the workplace and also assisting with any WHS issues to revolve them in a timely manner.
A Work Group Supervisior/Officer duties, rights and responsiblilties in regards to consultation and participation first consists of being responsible just like the PCBU fulfilling WHS obligations and has the duty to consult with other duty holders so far as reasonably practicable and also consult, co-operate and co-ordinate activities with all other person who have a duty in relation to the same matter(WHS Act Section 46). The duty of the officer themselves under a PCBU must excerise due diligence to ensure that the PCBU fulfils their duty under the WHS ACT and carries out their WHS obligations. The officer has a duty to ensure that the PCBU has appropriate processes for receiving and considering information regarding, hazards and risks and for them to respond in a timely way.
When a group of 5 or more workers in a workplace have the right to request their PCBU to establish a Health and Safety Committee with in two month of the request(WHS Act Section 75. The work group supervisor/officer is needed to participate in the HSC meetings.

	Documents which outline roles, duties, rights and responsibilities

	WHS Act Section 46 – Duty to Consult with other Duty Holders 
WHS Act Section 27 – Duty of Officers 
WHS Act Section 75 Health and Safety Committee
Code of Practice – Consultation, Cooperation and Coordination 
Corporations Act 2001 Section 9 

	Communication method and timeframe

	One on one communication, Work Meetings, Intranet system, HSC Meetings minimal every 3 months. Creation of a HSC to be complete within 2 months of a request being made.




	Name of Individual/Party 1

	Glass Process Worker

	Roles, duties, rights and responsibilities regarding consultation and participation

	A worker has the right to be consulted by the PCBU in identifying hazards, assessing risk in the workplace, consulted in the decision making process to eliminate or minimise those risks and also making decisions about the adequacy or facilities of the welfare of workers(WHS Act Section 47 & 49).
Workers duties and responsibilities consist of taking reasonable care of their own health and safety and to not adversely effect the health and safety of any other persons. Workers must comply with reasonable instructions, as far as reasonably able(WHS Act Section 28). Therefore any WHS procedures in regards to consultation need to be participated in to uphold as part of the workers duties. 
A group of 5 or more workers in a workplace have the right to request for their PCBU to establish a Health and Safety Committee within two month of the request(WHS Act Section 75). 
If a worker comes into a contact or see a immediate or imminent exposure to a hazard the worker has the right to cease unsafe work(WHS Act Section 84). Once this event has occurred consultation must be carried out with the worker who ceases work under this Divisionmust as soon as practicable and notify the PCBU(WHS Act Section 86).


	Documents which outline roles, duties, rights and responsibilities

	WHS Act Section 47 Duty to consult by the PCBU 
WHS Act Section 49 When Consultation is Required
WHS Act Section 28 Duties of Workers
WHS Act Section 75 Health and Safety Committees 
WHS Act Section 84 Right of Worker to Cease unsafe work
WHS Act Section 86 Worker to notify if cease work 
WHS Regulations Section 574 Safety role for Workers 
WHS Regulations Section 575 Operator of Major Hazard Facility Must Consult with Workers
WHS Act Part 5 Division 4 Health and Safety Committees
Code of Practice – Consultation, Cooperation and Coordination 

	Communication method and timeframe

	Working Meetings, One on One conservations, HSC to be created by the PCBU within 2 month after being requested to do so. HSC to carry out  meetings at least once every 3 months. Negotiations with PCBU to be resolved in a timely manner. HSR training to be given to a worker so they can effectively communicate WHS matters to the PCBU and other workers.




	Name of Individual/Party 2

	Company/Business Owner/PCBU

	Roles, duties, rights and responsibilities regarding consultation and participation

	The duty of a PCBU that all other fall under is the Primary duty if care which states A person conducting a business or undertaking must ensure, so far as reasonably practicable, the health and safety all workers affected. PCBU has the duty to consult with all other Duty Holders as far as reasonably practicable(WHS Act Section 19). The PCBU first has the duty to consult, co-operat and co-ordinate activities with all other duty holders in relation to the same matter/workplace (WHS Act section 46). The PCBU so far as reasonably practicable must consult with workers who carry out work and are likely to be or directly affected by matters relating to Work Health and safety(WHS Act Section 47). Consultation between the PCBU, other duty holders and workers must be carried out when identifying hazards and assessing risk in work being carried out, decisions to eliminate and minimise risks, conditions of facilities for the walfare of workers, changes in the workplace that affect health and safety of workers, resolving work health/safety issues and further monitoring of workers health and safey in the workplace(WHS Act Section 49). The PCBU that has a control over a determined major hazard facility must, within the time spectified in the safety case outline for the facility, must implement a safety role for the the workers that enabled them to contribute to the identification of major incidents and incident hazards and to take into consideration of control measures when completing safety assessments and when reviews are conducted (WHS Regulations Section 574). The PCBU’s duty to consult with workers continues to go more indepth with the preparation of the safety case outline, the preparation, testing and implementation of the major facility’s emergency plans and safety management system(WHS Regualtions Section 575).
If a group of 5 or more workers and/or a HRS consults with the PCBU and requests for the establishment of a Health and Safety Committee, the PCBU has 2 month to complete this request.(WHS Act Section 75).
The relationship between the PCBU and the HRS in the workplace must be open at all times as the PCBU must consult so far as reasonably practicable in health and safety matters with health and safety representatives for a work group carrying out work for the business or undertaking. The PCBU must allow any HSR to have access to information relating to hazards in the workplace and health and safety of workers(WHS Act Section70).
Overall and consultation and participation carried out by the PCBU is the most important of the PCBU to ensure there open lines of communication between everyone in the workplace so that the PCBU fulfil all WHS obligations in regards to consultation and participation.


	Documents which outline roles, duties, rights and responsibilities

	WHS Act Section 19 Primany Duty of Care
WHS Act Section 46 Duty to Consult with Other Duty Holders
WHS Act Section 47 Duty to Consult Workers
WHS Act Section 49 When Consultation required
WHS Act Section 75 Health and Safety Committees
WHS Act Section 70 General Obligations or person conducting business or undertaking
WHS Regulations Section 574 Safety role for Workers 
WHS Regulations Section 575 Operator of Major Hazard Facility Must Consult with Workers

	

	Communication method and timeframe

	Creation of a HSC created within 2 months of a request from workers. HSC meetings at minium every 3 months. Open line of Communication with HSR. Work Meetings to be carried out regularly.




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	Identify two (2) WHS consultation and participation processes that may exist in your workplace for sharing WHS information (in addition to work team meetings). 
For each process:
a) Briefly describe the process
b) Explain your role in the setting up and running of this process
c) Describe how you communicate with individuals and parties about what these processes are
d) Describe how you support the participation of individuals and parties in these processes




	Name of process

	Work team meetings

	Describe process

	On a routine basis unless there has been an urgent event in the workplace that needs to be addressed work meetings need to be carried out on a regular basis. The meetings including all workers, pervisors, officers and PCBU’s affected is used to discuss any issues in the workplace and give all involved an opportunity bring up any questions they have and start a conservation.

	Your involvement in set up and running of process

	My involvement with meetings includes creating WHS briefs for eaching meeting consisting of any recent WHS issues, recap and explaination of any past near misses, WHS incidents in the workplace and what needs more focus on moving forward in regards to WHS.

	How you communicate with individuals and parties about process

	Organise meeting times making sure everyone that will be involed in the meeting is aware. Notes from the meetings to should be posted in the workplace for everyone to see. Follow up one on one conservations to get feedback in the meetings effectiveness.

	How you support participation of individuals and parties in process

	Staying consistant with meeting times, allowing time in the workday for the meetings around work, during the meetings making sure that there open lines of communication with anyone being able to bring up any issue and solution and for it to be taken on board if the comment has merit. With any issues and solutions put fouth they need to be seriously taken in consideration and/or put into action if possible so everyone feels that their input can make a difference in the workplace.




	Name of process 1

	Intranet System/Server

	Describe process

	The intranet system/server is a computer system that links all of the documents used by the workplace into one place that can be accessed by anyone.

	Your involvement in set up and running of process

	Make sure workers are able to access this Intranet/Server and rectify any issues anyone has with doing so.

	How you communicate with individuals and parties about process

	Explain to everyone in the workplace and anyone effected what the intranet/server does, what does it contain, how anyone can access it and explain why is it important. Than finally who can people contact if there is any further issues. 

	How you support participation of individuals and parties in process

	Maintain intranet training to make sure everyone knows how to use the process. Make sure any new workers are made aware of the process and keeping the document contained in the intranet/server up to date.




	Name of process 2

	One on One converstations in the workplace.

	Describe process

	PCBU’s, supervisors, managers and workers engage in one on one conversations in the workplace in regards to WHS to leave open lines of communication 

	Your involvement in set up and running of process

	Communicating in the workplace using this method  to keep everyone up to date on WHS issues and changes. Explaining to concept to PCBU’s and why is it important to focus on this process in the workplace.

	How you communicate with individuals and parties about process

	Addressing the process in meetings and explain why it is effective. 

	How you support participation of individuals and parties in process

	Upholding this process in the workplace and reinforcing the importance of this process. Asking PCBU’s, supervisors, managers and workers WHS questions about what is currently happening in the workplace to continue to further open the lines of WHS communication in the workplace.




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Refer back to the two (2) individuals and parties (other than yourself) that you identified in Activity 1. 
a) Identify what is required for them to effectively be involved in consultation and participation 
b) Outline what training may be provided to assist in the improvement of their consultation and participation 
c) Explain how you could be involved in the delivery of the training you have identified




	Name of Individual/Party 1

	PCBU

	Required for effective involvement in consultation and participation 

	What is required by the PCBU for effective consultation and participation in the workplace includes making workers and other duty holders aware of all relevant WHS information so everyone in the workplace is on the same page sharing a similer understanding of each persons role in terms of WHS. When decisions are made by the PCBU there needs to be open lines of communication with workers and they are given a reasonable opportunity to express theirs views on the decisions being made and also any health and/or safety issues that need to be addressed. When workers are consulting with the PCBU, the PCBU must consider the feedback they are receiving and be encouraged to part of solutions are araise out of the consulting process. This method makes workers feel more connected to the outcome because they are and will strengthen the relationship between PCBU and worker. 

	Training that may be provided to assist

	WHS Training from WHS Manager employed at the company, outsourced training given by Worksafe and/or other WHS consulting organisations. Emergency and Fire safety Procedures training.

	Your involvement in delivery of training

	In my role as Workplace Supervisor/Officer mentioned above in activity 1 my involvement in the delivery of training given to a PCBU would include making sure the PCBU is aware of their WHS obligations in the workplace and what training needs are required to be fulfilled to workers. Ask for feedback from PCBU in regards to training that has been given to find out if anything is missing and/or advice to the improvement of such training.




	Name of Individual/Party 2

	Worker

	Required for effective involvement in consultation and participation 

	What is required from workers in regards to effective consultion and participation with their PCBU and other persons in the workplace consists of putting effort into this two way process by raising concerns and report problems, passing on safety recommendations, asking questions about health and safety issues in the workplace, providing feedback to the PCBU and finally having an active role in solving WHS issues.

	Training that may be provided to assist

	PCBU, Supervisors, Officers, WHS Managers and other more experienced workers training to new or less experienced workers including manual handling, vehicle stafety, emergency procedure, how to deal with harssessment and bullying. HSR training provided by the PCBU by an accredited source so they can effectively consult with the PCBU and workers. Having a adequate number of workers in the workplace completing first aid training and emergency and fire warden training. HSC meetings to create an additional environment for WHS information and issues with training to be discussed.

	Your involvement in delivery of training

	As a Workplace Supervisor my involvement in th delivery of training is first supporting workers through their training that does not involve me to make sure they are recieiving all the help they need. Making sure with any processes being carried out by workers that have been given adequate training. Asking for feedback regarding the training that has been given in the workplace and find out what can be done to improve training. Attending HSC meetings and being involved in the WHS conservation to further improve the training that is been given in the workplace.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	Identify three (3) potential barriers to the implementation and effectiveness of WHS consultation and participation processes. For each barrier identified, identify:
a) A measure that could be implemented to remove the barrier 
b) Explain how you can contribute to the development, implementation and evaluation of this measure.




	Describe barrier 1

	Lack of communication between different workgroups in regards to WHS consultion and participation.

	Measure to remove barrier

	More Comprehensive workplace meetings talks going through WHS issues involving different workgroups . Emails send out and also print outs posted on workplace message boards about any changes to WHS in the workplace and notes for workplace meetings. Creation of a Workplace safety Committee that contains all workgroups to make consultion and participation between grounps more effective. More focus to be put on one on one conversations from Managers, Suprervisors and workers over multiple workgroups. 

	Contribution to development of measure

	The creation of a server/intranet so all WHS docouments can be access easily be everyone in the workplace and everyone can work off the same documents to help make all the information that needs to be consulted uniform over the dfferent workgroups. When communicating to people in thr workplace taking into considerations everyone background and experience level.

	Contribution to implementation of measure

	Setting time for toolsbox meetings and Workplace Safety Committee meetings by everyone in the different workgroups. Support to be given by all managers and PCBUs to meetings and to ensure excess work does not interfere with these meetings. Make sure all workers are receiving the emails and know where they can also find the prints out in each workplace. Meetings to take place during work hours.

	Contribution to evaluation of measure

	Feedback given in one on one conservations. Reviews and feedback in how effective do the workers think the meets are and how much information they are receiving from it.




	Describe barrier 2

	Lack of WHS Culture within the workplace

	Measure to remove barrier

	More one on one conversations about WHS and more in depth background knowledge on why these WHS steps should be put in place showing examples of what has happened in the past with examples of WHS incidents. Movements toward improving the WHS culture being upheld by all levels of management to make sure one manager isn’t continuing to feed back into the negative outlook on WHS in the workplace which will rub off in the workers. Additional WHS training in the workplace to renforce what WHS measures need to be performed.

	Contribution to development of measure

	Review of safe work processes and procedure documuments to check if they effectively convey instructions accurately. Taking into consideration the background and age of the workers to help find the most effective and genuine way to communicate with them. Research into what other workplace have done in the past to help rectify this issues.

	Contribution to implementation of measure

	All Managers, Supervisors and workers to stay consisted with the WHS standards in the workplace. One on One conservations with the everyone in the workplace to keep each other accountable and consulting with one another. 

	Contribution to evaluation of measure

	Feedback from workers in later meetings and one on one conversations. Research the trend of the number of Workplace safety incidents and near misses after these steps have been put in place. Also an anonymous survey can be given out to find out feedback from people who are worried about what other people think.  




	Describe barrier 3

	Lack WHS Consultation between managers/PCBU’s in regards what WHS measures have been taken by each Manager in the connecting workplaces. The differences in information between managers/PCBU’s creates barriers for clear WHS environment to be upheld and workers can be given different and/or conflicting information for the different managers.

	Measure to remove barrier

	Meetings between all managers/PCBU’s involved to clarify WHS obligations of each person and workplace. Workplace meetings to be conducted with all workers involved to specify uniform details and reiterate the WHS obligations of the Managers/PCBU’s so all workers are applying the same WHS information.

	Contribution to development of measure

	Setting out time for meetings, Meetings notes from the managers/PCBU’s to be recorded and posted in workplaces and on an intranet/server system. Outsource advice on how other workplaces have rectified these issues in the past.

	Contribution to implementation of measure

	Have managers and PCBU's support each other through the process and have the meeting times clearly communicated to everyone involved.

	Contribution to evaluation of measure

	Additional meetings of the same nature to reinforce the measures put in place to remove this barrier. Feedback from the Mangers/PCBU’s if they are clear on what needs to be consulted and these meausres have improved the situation. Feedback from workers can also be solicited to clarity if this barrier has been rectified/improved.




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Individuals and parties involved in WHS consultation and participation processes may include external bodies, such as unions and WHS inspectors. 
☐ 	True
☐	False

	☐

	2. Which of the following are types of WHS consultation and participation processes? Select all that apply.
☐ 	Health and safety committees
☐	Internal involvement in inspections and audits
☐ 	Team meetings
☐ 	Planning committees

	☐

	3. Training for effective WHS consultation and participation can be as simple as teaching workers how to use computers to access WHS information and data. 
☐ 	True
☐	False

	☐

	4. Which of the following may constitute barriers to the implementation and effectiveness of WHS consultation and participation processes? 
Select all that apply. 
☐ 	Consultation meetings being too long and boring
☐	Language, literacy and numeracy levels of the workforce
☐ 	Workplace culture related to WHS
☐ 	Having separate work sites

	☐




	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated or real.

	TASKS
	VERIFIED

	A. Conduct a meeting with a PCBU, using appropriate language, to identify requirements for WHS consultation and participation, as identified in Acts, regulations, codes of practice, policies and procedures.
	☐

	B. Highlight the roles of those within the organisation (including duties, rights and responsibilities) regarding WHS consultation and participation.
	☐

	C. Identify and discuss WHS consultation and participation processes, and highlight potential barriers.
	☐

	D. Offer solutions to barriers, evaluating and considering time/resource constraints and the needs of others.
	☐

	E. Use questioning and active listening to identify and discuss PCBU’s views on barriers to WHS consultation and participation processes.
	☐

	F. Use questioning and active listening to identify and discuss PCBU’s views on training requirements for effective WHS consultation and participation. 
	☐

	G. Write down adjustments to offered solutions, as necessary, addressing PCBU’s views on barriers and training requirements.
	☐

	Name of observer
	

	Role of observer 
(Confirm their suitability to sign)
	☐ Trainer/Assessor	
☐ Other (specify): 

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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